
Completing Catawba County  
OnLine Applications 

 
 
To access the OnLine Application click on Applicants. 
 

 
 
 
The following screen will appear.  If you have previously registered, all of your information is retained.  
Simply enter your User Name and Password.  If you have forgotten your password, we CANNOT retrieve 
or change.  You will need to create a new User Name and Password and complete  a new application.  If you 
have never registered click on the link click here to Register. 
 

 
 



Creating a User Name and Password 
 
You can make up any User Name and Password that you like.  There are no requirements on length for 
format.  Please remember your User Name and Password.  You will need this to track your applications and 
apply for any additional positions.  You may update your Application and Contact information at any time.  
Please Enter your User Name, Password and confirm your Password.  Then click . 
 

 
 

You will now see the Welcome Screen.  This will tell you about current applications, allow you to update 
your Cover Letters and Attachments, Resumes and your Profile.  You will also see a listing of all current 
positions.  To apply for a position simply click on the Job Title of that position. 
 

 
 



You will now see a Job Description.  This will provide details about the position.  If you wish to apply for 
this position, click on .  If you do not wish to apply for the position, click on Return to Previous 
Page. 
 

 
 

You will now be allowed to enter a resume as an attachment or “cut and paste”.  You may also apply for the 
position without a resume.  A resume is not required, a completed Catawba County application is 

required (even if you post a resume).  After making your selection, click on . 
 

 
 



Attaching a Resume (optional) 
 
 
 

Attaching a resume is OPTIONAL.  If you wish to attach a resume, simply “Browse” and locate your file.   
 

 
 
 
 
 

Once you have located your file, simply click  to submit OR click . 
 

 
 
 
 
 
You will now be allowed to change the “Resume Title” or leave at the default of the filename.  You may 

also click on View Attachment to review your Resume.  When you are satisfied click on . 
 

 
 



You will now be allowed to enter your Profile/Contact information.  You may Change Password or select 
your preferred method of contact by clicking on the “down arrow” to view a list.  Please enter your Name, 
Address, Email Address and Phone Number information.  When all information is entered, click on 

. 

 

You may add 
additional Email 
addresses OR 
Phone Numbers 
simply by 
clicking on the 

 

In this example, 
we have entered 
TWO phone 
numbers, this is 
NOT required. 



Completing the Application 
 
You will now begin the application process.  You must complete the entire application.  First you will be 
allowed to review Position and Contact information.  To change the position you are applying for click 
Remove.  To apply for another position, click Add Another Job to Application.  To modify your resume, 
click Add/Change Resume.  To update your contact information, click Edit Profile. 

 

 
 
Once you are satisfied with all your information, scroll down to complete the application.  The next section 
to complete is the “General Section”.   
 

 
 



Work Experience 
Education 
Languages 

 
 
 
Continue to scroll down to add Word Experience, Education History and Languages.  Click on the hyperlink 
Add Work Experience to add your current or most recent employer. 
 
 
 

 
  

Click  to 
add 
additional 
work 
experience. 

Please add an additional work experience for EACH 
position held – even if they are working for the same 
Employer. 
 

Click  to 
add 
College 
Education 
Details. 
 

Click  to add  Languages.  
Please add languages you 
speak, read or write.  
 



Entering Employment Details 
 
A new screen will appear that will allow you enter your current or most recent employer.  Please enter 
approximate start date – if you are unsure of the exact dates, estimate by enter the Month/01/Year.  When 

you have completed all information, click .  You must enter Approximate Start Date, Employer 
Name and Ending Job Title. Please add all work experiences for the last 15 years.  
 

 

 

Please add an additional work 
experience for EACH 
position held – even if they 
are working for the same 
Employer. 



Education 
 

Enter High School information and click .   
 

 
 

Enter College Educational information and click .  Please add all Colleges or Universities 
attended. 
 

 



View of Multiple Employers and Colleges 
 
 
All of the information you have entered can be modified by click on the hyperlink.  Information may be 

deleted by clicking on the . 
 
 
 
 
 
 

 
 

 
 

This is an example of multiple jobs.  Please enter your entire 
employment history or at lest the past 15 years. 

 

This is an example of Colleges and/or Universities 
attended.  Please enter all your College education, 

even if you did NOT complete a degree. 
 



Languages 
Skills 

License and Certifications 
 

 
Enter all Languages that you speak, read and/or write.  You will be allowed to enter your proficiency in 
each.  To add additional languages click on the .  Please describe all job related skills you possess.  This 
is free form, so you may enter as much text as you would like.  Please list any License and/or Certifications 
you currently possess. 
 

 
 
When you have completed all sections on this page, click .   
 
 
 

YOUR APPLICATION IS NOT YET COMPLETE!!! 
Please make sure to read the next page. 



Submit your Application 
 
Before you submit your application you are given the opportunity to provide self identification details.  
These are not required.  The help us comply with federal and state Equal Employment Opportunity record 
keeping.  This is information is CONFIDENTIAL. 
 

 

 
 
The last part of the application process is to review the Terms and Agreement.  When you click on “I agree 
to these terms”, the  will be available.  Simply click  to complete the application 
process. 



Application Confirmation 
 
Once you have submitted your application, you will see the following verification screen.  The “Status” of 
all positions applied for will be “Applied”.  You may review positions without applying.  If the “Status” is 
“Draft”, you have NOT completed the application process. If you wish to review and/or apply for additional 
positions click Careers Home. 
 

 
 

The Careers Home page will give a summary of positions applied for and allow you to change information 
and apply for additional positions.  If you have completed your application process, simply click Logout. 
 

 


